
Purchasing/Invoicing Policy 

Before placing a purchase order, each party authorized to place a purchase order should consider whether 

the material requested may be available elsewhere in the School or in the management company network, 

if any.  In the interests of economy, fairness and efficiency, the Board requires that: 

A. All purchase orders shall be numbered consecutively. 

B. An informal but documented assessment of the responsibility, reliability, comparative cost and 

reputation of available qualified suppliers shall have been conducted before the purchase order is 

submitted. 

C. Certain purchases may be below an amount of money allowed to be spent without a properly 

signed purchase order, as authorized in writing by the designated fiscal officer and the Principal. 

D. Insofar as conditions permit, all legitimate business suppliers shall be treated courteously. 

E. Credit card agreements must be approved by the Board, and, if so approved, the designated fiscal 

officer of the community school shall retain general (physical or electronic) possession and control 

of the credit card account and presentation instruments related to the account including cards and 

checks.  All credit card purchases must comply with Policy 148.13.  Any staff member or Board 

member entrusted with a credit card shall be personally liable for the proper use and safekeeping 

of the credit card. 

F. Cooperative purchasing among schools managed by the same company is encouraged, if it results 

in an economic advantage.  Other cooperative purchasing may be considered as well. 

G. If it results in an advantage of any kind, the School may prefer local vendors. 

H. All applicable ethical and conflicts rules shall be followed when purchasing or soliciting for 

purchasing.  No director, officer, employee, staff or agent of the School shall 1) solicit or 

participate in the negotiations of a contract in which he or she has any direct or indirect pecuniary 

or beneficial interests or 2) accept any gift or favor from a vendor which might influence their 

recommendations in the eventual purchases of equipment, supplies or services. 

These policies do not prevent any person from receiving royalties upon the sale of any textbook or similar 

educational product of which she or he is the author, which has been properly approved for use in the 

School. 

If the Board is presented with an invoice from a vendor, the invoice must contain sufficient itemization to 

determine that the services or goods were used for School purposes and the fiscal agent or fiscal officer of 

the School shall pre-approve payment before the invoice is approved by the Board. 
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